RD I nstruction 2024-B

PART 2024 - PRCPERTY AND SUPPLY

Subpart B - Identification Cards and
O her Governnent Property ltens

82024.51 General

Thi s subpart gives procedures for issuing, accounting for, and returning
U S. Department of Agriculture (USDA) identification (ID) cards and other
items, and for obtaining clearance for thembefore final salary paynment to an

enpl oyee.
8§82024.52 - 2024.53 (Reserved)

82024.54 Form AD- 1030, "USDA Phot ographic ldentification Card."

The Director, General Services Staff (GSS), National Ofice, will issue
and sign Form AD-1030 for new National Ofice enployees, State Directors, and
the Assistant Admi nistrator, Finance Office. GSS will keep a record of al
cards issued on Form RD 2024-5, "ldentification Card Roster." (Revised 02-19-
92, PN 182.)

8§82024.55 - 2024.56 (Reserved)

82024.57 Form AD-53, "USDA Phot ographic ldentification Card."

The Director, GSS, will give a supply of nunbered Forms AD-53 to State
Directors for the enployees in their areas of responsibility. They will sign
the forms after the new enpl oyees have conpl eted, attached their pictures, and
signed the form GSS will keep a record of all cards given to issuing
officers. |Issuing officers will record the card nunber and enpl oyee's nane on
Form RD 2024-5. (Revised 02-19-92, PN 182.)

8§82024.58 - 2024.69 (Reserved)

8§2024.70 Nane and signature.

Include the official payroll nanme and signature on all forms.
§82024. 71 - 2024.72 (Reserved)
§2024. 73 Loss.

A cardhol der shall promptly report to the issuing office the |oss of any
ID card issued to himher.

§82024.74 - 2024.75 (Reserved)
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§2024.76 Return.

(a)

Enpl oyees | eaving FnHA. Enpl oyees who | eave FnHA shall return

all IDcards to the issuing office. The issuing office will destroy
the cards, noting the date of their return and destructi on on Form
FrmHA 2024- 5.

(b) Enployees going on | eave wi thout pay. Enployees going on |eave
wi t hout pay for nore than 60 cal endar days will return their ID cards to
the issuing office, where the return will be noted on Form RD 2024-5.

(c) Requests for return. Enployees will return their ID cards when
requested by the issuing office, where the return will be noted on Form
RD 2024-5.

(d) Damage. Wien an ID card is damaged or the enpl oyee's name changes,
the cardholder will return the card to the issuing office for

repl acenent, where the return and replacenment will be noted on Form RD
2024-5.

8§82024. 77 - 2024.78 (Reserved)

§2024.79 Responsibility.

(a) 1D cards. Issuing officers will keep ID cards in locked file
cabi net s.

(b) Gher items. An enployee who | eaves FnHA, or goes on | eave without
pay for nore than 60 cal endar days, nust account for all itens before
receiving final pay. These itens include, but are not limted to, the
fol | ow ng:

(1) Cash receipt books. Use Form RD 451-1, "Acknow edgnment of Cash
Payment , " issued by the FO according to RD Instruction 2024-C
§2024.103(e). Unused receipts assigned by enpl oyees who transfer
nmust be audited.

(2) Transportation requests. Use Standard Form 1169, "The United
States of Anerica Transportation Request," issued by the Nationa
Fi nance Center (NFC), New Ol eans. Return unused transportation
requests to NFC

(3) Nonexpendabl e personal property. A custodi an nust use a
PROP302, "Personal Property Physical Inventory Report," according to
Exhi bit D of RD Instruction 2024-H

(Revi sed 02-19-92, PN 182.)
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§2024.79 (b) (Con.) RD I nstruction 2024-B

(5) Repossessed security property. The District Director will give
a new County Supervisor, in witing, information about repossessed
property in the custody of the County Supervisor according to RD

I nstruction 1962-A

(6) Debt to the Governnent. General Accounting O fice exceptions,
advance funds for travel, noving, collections not sent, and charges
for lost or danaged Governnent property, nust be paid by the

enpl oyee who owes it before they may receive their final salary
paynent. The debt nust be paid by certified or cashier's check
noney order, or bank draft payable to the Farmers Hone

Admi ni strati on.

(7) Equipnment and office supplies. Enployees nust return to their
headquarters: Al office keys, reference books, business equi pment
and ot her CGovernnent itens.

§82024.80 - 2024.81 (Reserved)
8§2024. 82 d ear ances.

Use Form AD- 139, "Final Salary Paynent Report," to clear enployees of
accountability for ID cards, property, and other itens.

(a) Exhibit A shows enpl oyees for whomthe formis conpleted, the

of fice which prepares the form to whomthe formis sent for clearance,
who signs and dates the form the nunber of copies needed, and who gets
the original and copi es.

(b) The official conpleting the formw Il show the nunmber of each item
being cleared in the space "Itens Being Certified" to the left of the
si gnat ure.

(c) Use Form RD 326-2, "Menorandum (For O ficial Use Only) -

I nvestigation," when an enpl oyee's final salary must be wthheld. Send
copies of the formto the Finance Ofice in the | ast week of the
person's enpl oyment.

(d) Enploynent officers will file conpleted originals and copi es of
Form AD- 139 in the enployee's official personnel folder. Wen all itens
are in the folder and the enployee is cleared, enploynent officers wll
send personnel -separation papers, including FormAD 321-3, "Tine and

At t endance Report," to the NFC

§82024.83 - 2024.100 (Reserved)
Attachment: Exhibit A
000
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Exhi bit A not autonated see manual






